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MEMORANDUN FOR: Chalrman, Projects Review Comaittee
THRD: Aoting Deputy Director (Administration)
SUBJECT » Mditional Space for Records Center

- L

:‘_b W
1. PROBLEBM,--Construction of a CIA Eecords Center a-
25x1A6d N

2, ASSUMPTIONS,~

25X1A6d

8. It s essential that the great volnme of isactive Agency
records be transferred on a ¢ontimulng basis from expensive
offics space and f1ling equipsent %o the more economical Records
Center type storasge facilities.

B, Agemcy records will comtinue to be created st the rate
of spprexinately 20,000 cu. ft. per year and be Lransferred to
the Records Ceater at the rate of 8,000 cu, ft, por yeer
(equivalent to 1,000 L-drawer legal sise file cabinets valued
at $235,000). {See Appendix A).

¢, The CIA Records Center cam receive any ‘geney records
provided adequate security protection exists,

3. ' PRARING ON THE PROBLEM; we
25X1A6a
Agency Becords Centar, located at I
25X1A6a with W&’rﬂ-y 2,200 mq. ft, assigned for

storage of records, is filled and unable i take additional
masmum

b, &rrangements have been aade to use the [IIIEGEGEGE 25X1A6d
block warehouss for an interia Records Center pending the
scastruction of permsnent fagilities. Renovatious are now in
process and we expect to ocoupy it about 15 Auguet,

B tmmmmm&mmmtmﬁvwm
April and May of yeor for administrative officers, persons
nominated as Avea Becords 2fficers, and mesmbers of our omn -
Resords Management staff. This progras has given considershle
izpetns o the Records Henagdaent Program which will resulti in
the retirement of large volumas of records,

5 .
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d. Appendix A ip an estimate of the total anmua) ascretions
of Agenoy records, the nader af file csbinsts required to store
them and the volume of resords that could be retired to a
Recerds Center, Based on this estimate 80,000 ou. £+, of resords

10,000 filing cabinets (22 340,000 worth of h-drawer
cosbingtion look cabinets) could be retired to a Rscords Center
in ten years.

8. The igensy has in use spproximately ¥1 Yypes el styles
of filing cabinets with an overall aversge valus of $148.00 each.
Ths following indicates the rate of issusncs snd the prorated
value of file csbinets in use s of the dates showm:

% of

i Yalus Tetal

In ot 1 July 17k s 915,00k k0.2

m :-ﬁ ngq ol ' %,m 13.5

Ispuad in F,.Y, 1951 3:393 196,39 20.5

Issued in F.Y, 1952 __!_;_,gg _ég;ﬁ!_g 25.8
Potal on hand at snd

of 7.Y, 1952 16,399 $2,h27,052 100.0

£, The replacement velue of sufficient h-drawer coabination
1eck file cibinsts to house the volume of retirable records
shich can be stored in the proposed Records Cemter 1s $1,233,755.
{See Appendix C)

g. AMppmiix B is a comparigen of costs of ssintaining retir-
able records in office spase nnd & Secords Center. This estimate
shows an fverage annual savinge of sporoximately $325,031.50
through the operatlion of a Records Center,

h, The Chief, lLogistics Office, has sdviged that the ocost
of congtructing s Records Center of 25,000 sg. ft. is approximately
$111,130, which is $83,088 lene than the estimated first four

yesrs savings. (Appendix )

1. The Federsl Records Act of 1950, Public Lew 754, is the
suthority for government wide records managemsnt programs,
including ths uee of Records Centers, This law resulted from
the Hoover Comuission repoert on records management:,

ia There is a legal requirement that a1l sgencies in existence
on 30 June 191 mst have a records comtrol sshedule of all major
groups of records by 30 June 195h. Although CIA is specifically
ted from cemplimnce with General Services Administration

' gtor of Centrs) Intelligence indicated in &
lettar dated 22 December 1549 to the Administrator of the General
Services Administration, that CTA would comply with the spirit
sf Consral Services Administration regulations but not directly
sabjecting itself to the same.
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X. Repressatatives of this offiee have observed the operation
of & Records Canter by the Chame Nationsl Bank, spproxinstely
55 miles from New x‘arz City. Informal estimates obtzined from
officisls of the Chase Hational Bark indicate that they had spent
in excess of $500,000 to estahlish this Records Center.

1, The AEC has esteblished several records centers for the
storage of thelr inactive materisl. Coples of spocifications amd
plans for a modsl Records Center building constructed by the
Aemic Energy Comaission in Nanford, Washington, have been given
te ths Resl Fastate and Constraction DNivision of the loristies
Office for their gmidance, '

DISCUSSTION, ~-The need for a CIA Records Center, I believe, is estab-
lighed by the sbove factsj and the resulting economies sa well as
efficisncies, in view of the erperience of other Sovernmental
sgeneins and private industry, is wiwmestionsble, {Also see
Appendix D)

The use of existing facilities, in lteu of new construetion,
has been considered, Available buildings were examined and 1t wus

determined that the cinder block warehouse in HEEEENENwas the 25X1A6d

most sppropriate, However, the fleneral Services Administration's
sstimate to convert this building for Rscords Center use was
$95,800, or 23% of the cost of new construction. Furthermore,
the spsts would be insdequate within four or five yesrs without
the possibility of expansion.

Sinse new congtruction appears to be the logical cholce, the

next factor for c dsration is loeation. In view of the igency's
aperation of the and the fsct that this
fanility is established in connectlion wi the emergency require-

memts of the Ageney and the security provided at this location,
§4 would seem logical that the Fescords Center should be constructed
st this site,

Tt is expected that the igency will eventually have to establish
and operate & Records Center of from 50,000 teo 75,000 sq. 1, of
space, although such a Records Center eovld not be justified at
thig time, For thess ressons, 1% is bslieved that a conservative

would be the construction of a Records Uenter consisting

of 25,000 sq, ft. of space st the at an 55y 464

estimated cost of $411,130 ($14.65 per sq. ft.).

CONCLUSION,»=The Agency should be able to indicate to both Congress
and the Cemeral Services Adrinistration that a sstisfactory records
progran iz carried on by the Agency, and that the Agency has
estadlished and is operating its own secure Records Cemter, Farther,

25X1A6d from the standpeint of security, emsrgency plamaing, and economy,

the ”13 the logical loeation for the
somptraction of the CIA Ri s Center,
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6., ACTION RECOMMENDED.--That the Projects Peview Commitiee recommend to
’ the Director of Central Intellizence the approval of approximately
$411,130 from unvouchered fands (subject to detalled planning
ad confirmation of present estimstes mew in process) for the

ge of constructing a CT2 Records Center at the [ IEGB
25X1A6d % the Centsr to consist of 25,000 sq, ft., of space 25X1A6d
ard be completed by apnroximately 31 Mareh 195Lk. (fee general

spacifications in Appendix ¥},

Chief, General Services Office

APPENDICES:
Appendix A - Estimated Agency Accretions of Records and
File Cabinsts
dppendix B ~ Cost of Maintaining Retirable Records
Appendix C - Comparativs Carmlative Cost of Office and Records
Center Storage of Inactive Agency Hecords
Appendix 1 - {Chart) ©avings from Records Center “torage
Appeadix ¥ - Cost Estimate for Preposed CIA Records Center
Appendix ¥ - Description of Records Cemter Requirementis

CONCURRERCES 5
Trector of fecurity Tete
Tomptroller Date
T Unle?f, logistics Olfice Tale
I
25X1A6a Tate
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FOTTCATHD ASEMOY ACCREYIONS G (/OCHDD ARL FILE CABIHETS

Using 1951 as & base jear for the purchase of filing equipment, the
sanual purchases would amount to 3,354 cabinets, The types of f£ile cabineis
are varied. Jowever, the four-drawer safe catinet has been used as tne
pasie unit in this Study. This wos done to simplify this presentatien and
wecsuse the four-drawer safe is the larviest sinzle item purchased. Stated
in terms of the capmeity of this type of cabinet, purchases would angant
te 2,507 cstinets per year. The total cabinets end records accusulatlion
for & ten year period is shown in the %abls helow. The pecumlation of
eabinets is based on the assumption that without a Records “onter all
records would be retained in sctive ofTice spece.

YEAR TOTAL CARINETS POTAL HECORDD (CULFT.)
ist 2,507 20,08h

3rd 7,521 £0,162

ith 16,028 80,216

Sth 12,535 100,270

éth 15,042 125,325

Tth 17,549 140,378

8th 20,056 160,132

9th - 22,563 180,486
10th 25,070 200,5L0

On the basis of & four drawer safe cabinet at $235.00, the total cost of
cabinets purchased for the 10 year records accretions would be 25,891,450,

In estimating the volume of records tc te retired to a Records Cenler,

3¢ 4s agsumed thet LO per cent of the records aceretions can be retired.
Phis volume would amount to £,000 cubic feet anmually and equal the
espacity of 1,000 file cabinets. The stove facis are intentionally
conservative because of the seénsitive nature of the records of this Agency
and the fact that an sducationel progrsm in the fleld of records 1s
necessary in CI2 in order to encouragc the disposition of records and
prove ttat the operation of a Records Center 1s secure, efficient and
sconoxical, For these reasons thsre is no standard avallsble to us which
we can uss Tor the purpose of determining the exsct percentage of records
which will actually be disposed of., Tlowever, it is axpected that the
volume of records that can be retired cach year in terme of over-sll
percentage will increase.

5 el Deiiel
Sanitized - Approved FomRaleastuGhizRDP70-00211R000100210028-6



Sanitized - Approved For Release : CIA-RDP70-00211R000100210028-6

Sanitized - Approved For Release : CIA-RDP70-00211R000100210028-6



Sanitized - ApRig A-RDP70-00211R000100210028-6

COST OF MAINTAIWING RFTIRAELL RISURLS

The following is 2 comparison of the estimeted cosis of muintaining
retirshle records in (1) office space, and (2) & Records lenter, The
estinates sre bamed on the volume of records (80,000 cuide feet) which
oen te retired in the next ten years.

1. Estimated cost of meintaining retirable records in office space,

AVERAGE ARNUAL COST
IPEM *OR 10 YFAR PERIOD 10 YFAR OOST

EPACE:

T, 000 filing cabinets occupy-

ing 7,600 sguara fest of office

space 8t 21,50 per sg, Tt.,

with an additional 1,000 cabi- ‘

g §

8% of new equipment required

soymally - 1,000 unite at 7235

per anit, 235,000, 2,350,000,

PERSONMEL:
ed perscaonel cost in
maintaining retirable records
in officss, 168 Te 1,68 .
Total Costs “Lhob,137. Ch,001,31T5.

2., Estimated cost of mainteining retiratle records in a Records Center,

SPACEs

25,000 eq. 4. of Fecords Nenter

aosting 2411,130 and amortized v
over & 20 yesr pericd, 20,556.50 205,565,

§, UIPMENT s
ed cost of eqipping

Records Center for a 10 yesr
Pmada 6,&@. {}8,60(3-

PERSQNNREL:
JaR personnel cost for

gpsrating Necords Center, n&i,% . lilﬂ.&g.
Total Costis ks ’ . Jhpitdly .

4s shown in the figures above, there would be an estimasted average
anmel savings of $325,031.50 over a 10 yeer period if retirable records
were mzintained in a Records (enter.

=t AL
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COMPARATIVE COMULATIVE COST OF OFFICE AMD
RECORIS CENTER STORACE OF INACTIVE AGENCY RECOHDS

RECORDS RETIRABLE GFFICE SYORAGE CENPER STORAGE
ATNUALLY *
mEOEE TRom MR ST
1954 8,000 1,000 £ 235,000 £116,756 - ¢ 181,756
1955 16,000 2,000 70,000 k22,382 { k1,618
1956 2k, 000 3,000 705,000 428,008 £ 276,992
1957 32,000 11,000 140,000 433,634 £ 506,366
1958 10,000 5,000 1,175,000 439,260 £ 135,740
1959 12,000 #% ~ 250 1,233,755 kil 566 £ 78E,569

™ It is estimated that sppraximately 0,000 eu. fte of records will be transferred to the Records Center
anmuslly. On the basis of this estimate, the above figures indicate that the Center will be filled te
capscity in about 5 years and at that time expansion will be necessary. Although the volume of records to be
retired will contimae at tha rate shown sbove, the volume of inactlve records to be housed will accumlsie
24 a mcmewbat reduced rate after the first few years of operation. This will be sccomplished through the
development and epplicatien of Records Control Schedulss under which a& portion of such records can be
destroyed upon the expiretion of established retention periods apiroved by of ficials of the responsible
offices.

=  Resords Ceunter capacity.

¢ Tneludes an eshimeted 3411,130 for construetion and the cost of the storage squipment for the acerstions
of sach year.
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APPENDIX E

O]ﬁce Memomndum * UNITED STATES GOVERNMENT

Chief, General Services Office | -~ pare: JUL 24 1953
Chief of Logistics '
Proposed Buiiding tor CLA Records Center

Confidential memorandum of Chief, General Services,
seme subject, dated 10 July 1953

L. Attached estimate, prepared by Chief, Construction
Engineering Branch, is forwarded in response to request contained
in reference memorandum, and in general accordance with require-
ments as outlined in sald memorandum, using as a prototype the
Hanford Records Service Center of the Atomic Energy Commission.

In arriving at the estimate it was necessary, however, to consider
certain cost differentials related to building dimensions, site
conditions, mechanical equipment, construction cost indices, etc.,
ell as set forth in the attachment. _—

2. With respect to site conditions, it should be noted that
the proposed locstion lends itself poorly to construction of &
building of the proportions outlined in reference memorendum, the
cteepness of the terrain resulting in the need for extensive
excavation end f£ill work, raising and retaining adjacent grades
and waterproofing of below grede walls. From & construction and
mechanical maintenance point of view a building of several levels
served by en elevator would be considerably more economical in the
said location. In this connection, it should alsc be noted that
ne allowance is made in this basic estimste for rock excavation.
Should an investigation of sub-soil conditions reveal the presence
of rock in any considerable quantity, the recommendation of this
Off'ice would be either to build elsevwhere or to limit the amount or
rock excavaslon by decreasing plan dimensions and designing the
building cr inree or more levels, placing the trucking entrance on
one of the upper levels. It ig recoamended that any expandibility ‘ -
beyond tie 22,000 square foot area be brovided for by increasing the
height oI t&e building rather then the plan dimensions.

3¢ Anotasr respect in which the basic cost estimate has bheen
incressed ors:* that of the Hanford Regords Center is for provision
of year 'round ‘emperature control at 700 throughout the building.
This Office reconmends that consideration be given to allowing
somewhat lowz: winter and higher summer temperatures in the storage
area of the building. HMaterisls sensitive to temperature changes
could then be provided for in a limited ares.

, | - | | .
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requirements of a records’ service center and adopbing, ertain E
space saving devices, a better ratio can be achieved,‘ '
it possible elther to provide a greater capscity im the. bulldlng_
~ a8 proposed or reducing the dimensions of the bui.'lding a8 baaed ’
upon eatlmated cqpacity requiramcnts. R ,

A 5. Should 1t be determined that further site inve ig&tions
P - are desired, it is recommended that a request be made Por Ffunds
| . in the amount of $500.00 for the purpose of obtaining survey and
ﬁ - test boring datea. . . S

6. This Office is currentlj studying sgdce Jaynuts xor
discussion with the campetent esuthorities of your Office,’apd
holde itself aveilshble for further &ssistance in meeting your
requirements. ‘

FOIAb3b

JAMES A. GARRISON

Attachment
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o 'PROPOSED BUILDING FCR CIA RECORDS CENTER

Cme.rative cost estina.te based upon lmmm cost of Ha.n:forcl Records
Service Center, Richland, Hashlngton S R .

Cost of Hanford Center - $ 152,1126».39 .
Area . _ . 13,600 square feet

Cost per square foot - $ S 1.20

Cost Differentials:

A. Hanford. Center on level terrsin; propoged - clite‘ has
steep slope (11-12% average) - v 25X1A6d

Excavation (including possible rock).
Retaining walls, approaches, drainsge
Dempproofing below grade

B. Hanford has sir-conditioning system capable of maintaining
office temperatures of 80° F. in summer and T0° in winter; ‘
storage asrea (91% of total air-conditioned space) temperaiures
of 85° in summer and 60° in winter. GXA Records Management
Specialist requires 70° year 'round throughout the building,
with 27 tolerance.

C. Hanford is heated from a central steam distributiom plant;
I Location would require its own heating plaut.

D, Hanford has no vault within storage ares (storage area itself
may be regarded as a vault); estimate 1ncludea a small sllowance
for a 600 square foot vault.

E. Hanford built in 1550; nation-wlde comstruction cost increase,
1950 - April 1953, is 14.9%.

Sanitized - Approved For Release : CIA-RDP70-00211R000100210028-6



Assuming builaing area of 25 000 sguare feet inside dimensions,
.or. 25,650 square feet, total @ $11..20 per square foot' e

| Bésic Cost, -  _ .$ 267,260.00
Differentials, as outlined above, E B
A Excavation, fill, and compaction

(no rock excavation included) , PR
3,000 C.Y. @ &1.50 7k, 500,00

Dampproofing, 4,500 square feet @ $.30 1,440.00
Approach work and dreinsge @ 3% . - 8,600.00
B. Air-conditioning, sdd 5% ' -1k, 350.00
 C. Boiler plant @ 3% . 8,600,00
D. Vawlt (20" x 30'), add 30 C.Y. -
concrete @ $8.00 . . 240,00
' | $ 325,010.00
E. 4dd 15% ' 48,750.00
Total Estimated Construction Cost - $ 373,760.00
" Plus 10% for Contingencies . 37,370.00

$ 411,130.00

Bquare foot cost (exclusive of contingency) $1k4.65

* Includes erection cost but not purchase cost of stacks,
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Chief of Logistics C","—___ 10 July 1953

ssxiad ¢ v (R

Chief, Genersl Services Office
Proposed Bullding for CIA Records Cater

1. Tn accordance with your request which has been approved by
the Acting Deputy Director (Administretion), it is requested thats

a. An appropriate site be selected at NN X 1464
25X1A6d or the following pm.d

be A onsestory building, without basement, of reinforced
econcrete mlab or concrete block construction, The bullding
w1l initially comprise approximately 25,000 squars feet of
floor area {125' x 200! inside dimensions), expandable om
both ends to appreximately 70,000 square feet for the entire
structure,

The building is to be completely fireproof with one main
entrence and emergency escaps doors as required by accepted
fire safety standards. All doors are to be adequately pro-
tected azainst forced entry,

The plan will include one, 15' x 20! and two, 20! x 30!
officess two toilet rooms accomodating approximately 1% male
sud 15 famale employees respectivelyj three dark room areas
for wich equipment is now available; & emall guard room and
& room for custodial supplies equipped with & service sink,
The walls of the aforementioned rooms shall be of masonry
constructiony all other partitieming will be of expanded
metal or wire mssh,

Owing to the security factors involved, the exterior walls
should not be fenestrated, However, it is sugzested thab
gh,;: block be nsed in the office areas only to provide natural
light,

Asphalt tile flooring will be provided in the offices,
tollets and main aisles only, A1l other arsas to have exposed
concrate floors treated to resist dusting, No interier painting
w1} be required except in the offices and the tollete,

In addition to hot and cold water and dreimege for the
. teilets and custodial closet, it is required that hot and
eold weter and acideproof drainage be installed for reproduction
squipment, including offset, microfilm, photostat, mimeograph
snd other processes, Cold water and drainsge will be provided
for slsctrie water coolers.
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Chief of Logistice e 10 July 1953

An sll-weather air conditioning system with humidity
control is to bs installed in the building, Muorescent
lighting will be used throuchout, Provide a sufficient
nuber of convenisnce and motor outlets and mske arrangements
for installation of telephone jacks at appropriate locatioms
in the records storsge aress, The plans will also include

an slarm system for alerting the security officer offlll &8 05x1A62

the event of an attempted forced entyy. (The bullding is to
be used as & CIA Records Center and shelving or reproduction
stuipment should not be included in these specifications.)

8. It is requested that preliminary drawings (including
site plan, floor plan and exterior elevations) and a cost
estimate based on thes above cutline specifications be prepared
and submitted to the Chief, Oeneral Services Office as gpoon
as practicabls, :

080/MIMsan (7 July 1953)

lzc-l%m by 080/JDKerk
(10 July 1953)

Distribution:
2 = Addresseg
2= Gm- Sar.

'i' .I I i I-
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